MEETING Q U I C K R EFERENTZCE

M AKER Real-Time Internet Scheduling for Macintosh, Windows, UNIX, and Java
Meeting Maker lets you maintain your calendar, prioritize a To-Do list, arrange meetings, and
ON Technology Corporation coordinate your schedule with anyone on the network or over the Internet.

http://www.MeetingMaker6.com

’} Signing In to Meeting Maker 4‘

Native Client Login Java Client Login
» Double-click the Meeting Maker icon. Click on your browser and select the URL

Type your sign in name and password, and click to access your Meeting Maker Java Client.

Sign In Welcome to Meeting Makers 9 Select your server from the drop-down list
If you don't see a Name: [esatir | [ our ] |
server listed, follow Password: [seseeses | [Work offline |
the steps below: Mame: |csai
S
Server: Ecuinox 4

E} Click on Server and select an appropriate protocol
(TCP, IP, Appletalk, or IPX)

For TCP or IP you will need to click Configure to enter the IP address or
domain name of the Meeting Maker server. See your administrator for details.

b Click in the empty space next to Name,

p Click Select and Sign In type your sign-in name and password, and

click Sign In
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‘} Proposing Meetings or Activities <

Option or Control, click and drag the mouse across the |O Meeting Proposal by Cengiz Satir mE
time you wish to schedule a meeting. Click and drag for || [es¥E® rtite: [New tire Luncheon |
an activity, or select File, New Activity/Propose Meeting

Location: [The Sail Loft |

NOTE: The difference between meetings and activities Guests Joanne Falla, Katy Liu and Cengiz Satir
is that meetings include guests or resources, and activities 5

) chedule ., Thursday, September 9, 1999 1:45 PM to 2:45 PH
involve only yourself.

Supply a description of the meeting’s purpose.

b Type a meeting title or aCtiVity deSCr’iption_ Options Set the reminder and label for this meeting.

=g
=
i}
=
=
a
Y

Look here later for comments from your guests.

E} Click Guests and select All Users to invite people
to a meeting. Click Guests and select Locations
to reserve a room for the meeting.

— — - Click “Send Proposal ™ to send this proposal to your guests
| Meeting Proposal by Cengiz Satir BB o
[Proposal > [ AllUsers ~| [ Required > | Guests:
Archambeault,.. || = 5 Baker, Kate 4 i i
PR e » Click Schedule and sel_ect atime yvhen all
Arnold,Frank & Falla, Joanne guests can attend, or click Auto-Pick and let
Ashe,Richard — 2 Liu, Katy . - . .
Baker, Bennett % provencal, ) Meeting Maker find the first time when all
e | & Satir, Cengiz required guests are available.

Banas, Benedikt
Bandes, Michael. Get Info...

Basapur, Swati
Bauer, Michael

hMeeting Proposal by Cengiz Satir S =]

Proposal . Date: Thu 9/9/993 [ Auto-Pick |
Becherer, Peter - .
Time: [ 12:00 PM Duration:
Beckerhoff, Frank

BEHZIEL""D':“ﬂS || Guests Frequency... | Thursday, September 9, 1999 12:00 PMto 1:00 PM
Berger, Berith -

|
il

O
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|1= |g |
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s |=
s| |=
w | |a
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Schedule ank Guests:
Click “Send Proposal™ to send this proposal to your guests 1004M 7 = i:::‘:vti:?éﬁic
[% 1A TG | 2 Falla, Joanne
em ] Weekly Gales [ ELiu,Katy
I:] S = 2 Provencal, )
Additional Meeting/Activity Scheduling Options TPM 3 Rob & cengiz__1—| |& Satir, Cengiz
A. For recurring meetings/activities, click Frequency , and select 2PM 1
from the available options. zPM ] ||
B. Click the Options button to set up an automatic
reminder of the scheduled event, or to define Click “Send Proposal ™ to send this proposal o your quests.
the status of the meeting (i.e., private, flexible). Z
C. Click the Agenda/Notes/Comments button to include b Click Send Proposal to send the meeting

additional information. The Java Client has the added ability to
include url links; i.e. http://www.meetingminutes.com.

} Meeting Invitations 4

proposal.

b Choose View, then Messages. New invitations O Invitation from Cengiz Satir to Katy Liu EE]
will be listed in the Active Messages folder. Title:  New Hire Luncheon
O Katy Liu / Messages og Location: The Sail Loft
Honeymoon at Turkey & Greece . : : :
CE mesting, propessd by Peter Kahn Guests Eric Galdwin, Joanne Falla, Cengiz Satir and Katy Liu
Every day &:00 AM to 5:00 PM
o | e P55 o Thursday, September 8, 1998 12:00 PM ta 1:00 PM
=] Active Messages

B} New Hire Luncheon Thu, 979499 1200 FM
£ To-Do Requests
from steve to katy, pri low
= Your Proposals Options Set the reminder and label for this meeting
=1 Your Refusals
=]

This meeting has no agenda.

ol

Tue Comments Send your comments about this meeting to the proposer
Honey moon Man,
=1 CC To-Do Hems

Katy Liu, Equinox wed, 975799 11:55 4M

ﬁ Double-click the message to read the invitation.

: i 1 C ttend thi ting?
Note: Meeting Makgr alu'tomat/cally defgylts to answer Yes or No baseq anyou ﬁ en " Is meg 'f‘g
on your current availability for the specified date and time. You may wish @ Yes (JNo (3 I'lldecide later 7
to over-ride the default. For example, if you were already booked at that

time, Meeting Maker will suggest No as the response, but you could b Click Yes. No or I'll decide later . and click Reply
change it to Yes if you wish to attend the newly proposed meeting. ! ! !

En 0 AM
9/20/99 500 AM




Java Client Meeting Proposal

>

b Option or Control, click and drag the mouse

4

b Click the Guests Tab, then double-click All Users,

across the time you wish to schedule a meeting;
click and drag for an activity, or select File, then
New Activity/Propose Meeting

b Type a meeting title or activity description.

T Proposal T@ Guests Y Schadule \[/ Aganda \|/ Options \|/El' \|

Title: |New Hire Lunchean

Location: | The Sail Loft

Guests: late Baker, Eric Baldwin, Katy Liu, Cenaiz Satir

Schedule:  Thursday, 9/8/89, 12:00 P to 1:00 P

Agenda: hitp:fwawsw. bulecross.com hitpswawaw mimhr.com Please dowload andfo
Comments:

Click "Send Proposal' to send this proposal to your guests. Send Proposal

E’ Click the Schedule Tab and select a time when all
guests can attend, or click Auto-Pick and let
Meeting Maker find the first time when all required
guests are available.

P Propesal | [3) Guests Schedu\e\l/ Agenda T Options \\/Q 1
Date: 97971939 3
Tire: [12: 00 PM 30 Duration: |1 000 31 AlDay | Auto-Pick
FIEQUeNntY... | Thyrsday, 9/9/39, 12:00 P to 1:00 PM
Eg Guests
LA | 2 Baker, Kate
1 lrilefklv Eliiles Meeting = Baldwin. Eric
19PM = & Liu, Katy
b 2 Provencal, J
] v & Satir, Cengiz
1FM .| Rob &Cengiz 1x1 @
7PM =

Click "Send Proposal' to send this proposal to your guests. Send Proposal

LNote:Busy—time is graphically presented within the schedule tab for both
required and optional guests, as well as locations and/or resources.

b Create url links in the Agenda, Notes or Comments Tab

@ Froposal T@ Guests T Schedule \l/ Agenda T Options TE{ 1

http: /v, bluecross. com

http: /s, nwhe. con

Flease dowload andior read your employee new hire packet fram the utls
listed above. Ifyou have any question or like to schedule some tirme with me
please book some tirme in Mesting hiaker

Thank You,

Human Resaources Manager
hrigan.com

Click"Send Proposal’ to send this proposal to your guests Send Proposal

Locations or Resources to invite people to the
meeting, and reserve a room and/or equipment for
the meeting.

B3 Proposal | [ Guests I Schedule T Agenda T Options TQ W

- ‘ Required ==

2, Baker, Kate

All Users
T - & Baldwin, Eric
. aker, Henne Optional == & Liu, Katy
- &, Provencal, J
2 ce e « & Cengiz Satir

& Banas, Benedikt
= Michasl
& Basapur, Swati
& Bauer, Michael
& Becherer, Peter
& Beckerhoff, Frank Info
& Bergel, Thomas
& Berger, Berith
é Berman, Tina

BCC ==

Search

Click "Send Proposal” to send this proposal to your guests. Send Proposal

" Note: Type-ahead in the user list to quickly locate the
individual(s) you wish to invite to a meeting.

b For recurring meetings or activities, click
Frequency , and select from the available options.

Once
Daily
Veekly
honthly
Quarterly
Frequency. Annually

Thu 979 /1888 7] Endson: |Thu 979 /1988 3

If the: activity falls on a weekend:

Starts on ongoing

don't move it )|

0K Cancel

b Click on the Option Tab to set reminders and Labels

R Proposal TQ} Guests T Schedule T Agenda T Options TQ 1
Reminder
) hever
) l— hefore
] |— day(s) hefare
jon [Thu 97971899 2 [11:55 AM =
Oplions
Label  General Standing Meetings | Sample Text |
#|Publishable Flexible

Click "Send Proposal” to send this proposal to your guests. Send Proposal

Options/Preferences

Options, such as labels, default reminder settings, and other calendar
preferences are set at the native client level, however there are some
preferences, such as burn-through notification and font settings that can
be set from within the Java Client. Burn-though notification can be
turned on/off per browser session (when the first reminder occurs).

Font preferences can be changes by holding down Ctrl-Shift and click
into the toolbar. Logout of the Java session to completely enable new
font settings.



Java Client Navigation & Proxies

>

Navigation & Desktop Organization
Double-clicking within the “open area” of the toolbar reduces the size of the toolbar, thus providing more space within the browser to
work with calendar information. Double-clicking again within the small toolbar “open area” will restore the toolbar to its original size.

), e =

Double-clicking within the “open area” of any ‘title-bar” will col-
lapse the window. Double-clicking the title bar again will restore

{New  Open Delete, ( Messoges  Monthly Dally |
. i L2

P"W L°°°"‘ Accessing Proxies:
Click the Proxy icon on the toolbar. All Proxies will be listed in

alphabetical order. Read/Only proxies are noted with a “(R)”
after user’'s name. Select the

>

the window. | ,‘»/\{ ‘ proxy you wish to access and | |
click open (or double-click the P Archambeault, Michael ()
. Baker, Bennett
proxy). Note: Proxies can only Baker Kate (R)
. i - Bandes, Michael
_lActive Messages be opened one at a time, how andes, Mic
[ New Hire Luncheon Thu 12:00PM  ©/0/08 Ciavarini, Michael (R)

ever you can have multiple
proxies open within your
browser. See Native Client
Proxies for more information.

Cicecalini, Rob
Corparate Calendar (R)
Einstein, Albert

Ingles, Steve (R)

Kahn, Peter (R)

_|Your Proposals
_1Your Refusals
_1CC Messages

:

Open Cancel
|> Banners <|
A banner is an informational item that usually does not correlate to a | New Banner B8
specific time of day. Examples include a trade show, a colleague’s ] -

. A i i -Banner Title: Meta Group Power Summit Conference

vacation, or a birthday. By default a banner is what Meeting Maker [Banner > Location: ICO - I
calls Flexible , and it does not block busy-time. You can also use a Flooeey
banner to reserve busy time. In this case, a banner would indicate
that you are attending a trade show and are not available for meet-
ings. Banners can span multiple days, and you can have several ® Never
banners on the same day. Banners appear in both the daily and ©[0as] berore.
monthly calendar views of the Meeting Maker native client. e @[] dayts)before.
b To create a banner click and drag the mouse across the banner Gon[ i 9/10/99 at [ 3:02PM |

display region, located above the daily view, or choose File, Attributes

then New Banner.

Label:[ ConferencesSeminars |
b Enter a title and location for the banner. O Private [J Publishable [ Flexible
b Click Schedule to modify the date range.
Banner Options: [Z

Set automatic reminders and/or labels
Mark your banner Private, Publishable, or Flexible

‘On a Monthly Calendar, the banners appear as flags. ‘

In the Daily view, banners appear in area above the O Cengiz Satir / Monthly 21| =]
splitter bar. The clock icon denotes that busy-time is 5 t b 1999
. . oA Today oM
being reserved (non-flexible banner). eplember
T Manday Tuesday Wednesday Thurzday Friday
30 31 1 2 3
s N = i.. 9:30Company Meeting ... 8:30 Large Staff Meeti.. 8:30 Day Off @ School @ Off-gite Planning
Cengiz Satir / Dail !
= g L4 HE it 11:00 Company Qubing ... 10:00 Steve & Cengiz 1., 8:30 First Day of Scho... |2 Dad's Birthday
s o s s | arirzs B[220 Dev peeting @ Bo . 11:15 weekly Sales Me..
n - 4:00 4:30-7:30 Seattl... 1:00 Rob & Cengiz 1x1.3g1:00 Meeting Maker & ...
Meta Group Power Summit Conference @ = - 7 g a 10
@ Uffice-Site 5 M T — [P Office-Site Sr. Mana... [ Office-Site Sr. Mana... [ Meta Group Power 5. [ Meta Group Power 5.,
7:45 Meeting Maker Ja... 10:00 Release Planning... 7:4505 & Dev & Rob's ... 8:30 cm day off
L | 12:00 Steve & Cengiz 1... 12:30 Analyst Briefing... 11:15 Weekly Sales Me...
il 2:00 Dey Meeting @ Bo 2:30 04 Meeting @ 04 1:00 Rob & Cengiz 1:x1
= 13 14 15 16 17
_ Z:00 Dev Meeting & Bo...| 6:30 Large Staff Meeti.. 11:15 Weekly Jales Me...
8 aM g E‘T:::‘"g Maker [« oS Dav @ £:30 School 1:00 Rob & Cengiz 1x1...
3am Enhancements [#om day off | 2:00 PMT Meeting @ ...
@ My Office
10AM 1 [EReteaze | 20 21 22 23 24
1oam d Planming @ w. 10:30 MECA meeting @ . B:30 Large Staff Meeti_ . 11:15 Weekly Sales Me
Board Room eekly Sales B | | 2:00 Dev Meeting @ Bo... 1:00 Rab & Cengiz 1x1...
12PM 4 7 Steve £ Corg B i 6:30 School 2:00 PMT Meeting & B...
TR 151 @ Sail B4 Analyst
Eriefing- Rob & Cengiz  ° 27 28 29 30 1
SPM Conference .. 10:30 MECA meeting @ ... 8:30 Large Staff Meeti.. 11:15 Weekly Sales Me...
- 2:00 Dev Meeting @ Bo... 1:00 Rob & Cengiz 1:x1...
B4 04 Meet
ELVEE oo eting @ £:30 Sohool 2:00 PMT Mesting @ B
4FM &
SEkg o [~
@ 4] il r



>

Creating a To Do & Group To Do

<

} Choose View, then To-Do List .

b Click New to create a new To-Do item.

b Enter a To-Do title and date and select a priority

Note: Priorities can be customized from the Edit Preferences menu

O To-Do ltem 2] =]
A Palm Desktop Mac Pac 2.1 - USB Hotsync Lib FIX

Date: [ Wed 7 /28799
Participants All Users A4

Anna
: Office Mover ¥ & Connelly, G...

- Starnberg-Praz.. + & Hart, David
Vacatiop - Deve... 2 Murphy, Je...
Alfing, Jiirgen 5

- B Phillipo, Be...

Participants:

Add >> ¥ & Bandes,Mi.. ||

mD

Anast, Frank 'othier, Ch...
Andrews, Richard
API, Test & Small, Brant
Archambeault, ...

Archer, Jim

Arnold, Frank
Ashe,Richard

Baker, Bennett — -
Balne Watn l

[ Private
[4 Done

o

b Create a Group To-Do by clicking on Participants

and select the users you wish to have review and/or

complete this task.

b Selected participants will receive a To-Do

proposal that appears in the Messages Window

O Cengiz Satir / To-Do List SR =]
Palm Desktop Mac Pac 2.1 - USE Hotsyne Lib FI
Froposed by Cengiz Satir
e P 5 participants, 2 done, O refused, 3 aceepted.
Done [ Status | Priority | Title [ Date
Marmal Ascend

w PMediurm Can you please give me Proxy rights to your calend... Thu, /12799
+ High Meta Group Availability with Matt Cain Thu, 6/17/93
¥ . High Palm Desktop Mac Pac 2.1 - USE Hotsyne Lib FIx Wed, 7428799

. Mormal YIP Registration for Maciorld Kenote | |

Cengiz Satir, Equinox Wed, 948499 12:01 PM
O To-Do Item A=

To-Do L Palm Desktop Mac Pac 2.1 - USB Hotsync Lib FIX

Date: |Z| Wed

Participants Notes:
|:> Just in case you guys did not already know this! ]

http:# A palm.comn e ustsuppdownloads / macpacd] . bt

| have included this inthe 6.02 readme file:

Click on the
Reminder panel
to set a reminder
and receive a
notification for
the To-Do item.

7/28/99  Priority:[_High -]

USE related issues:

A problem was discovered specific to USE-equipped sustems. USE
systems would appear to freeze when a dialog box was presented during a
HotSync operation. The included file "HotSync Libraries” in this folder
fixes that problem. Follow the instructions below for setup.

{MOTE: This file can be used for non-USE systems a3 well).

[ apen... ] [Saveas...]

()

Open the specific item and mark a
completed To-Do Done or click
Done in the To-Do List window

[ Private
B4 Done

o

>

Master Schedule

4

Master Schedule provides a composite view of busy and free time for a defined group. Groups can
be setup as either personal groups, public groups, or global groups. Create a personal group by
selecting Edit, Address Book , then New Group . Add users and/or resources to the group and from
the View menu select Master Schedule and pick the group that you created. Master Schedule prefer-
ences can be set by clicking on the Edit menu and selecting Master Schedule from the preferences
window. The default view can be set to show anywhere from 1 -7 days. The color scheme can be

Master Schedule Shortcuts
1. Propose a meeting for Read/Write
proxied users or resources.

Shortcut - Hold down the Option
key(Mac)/Ctrl (Win) while dragging on
the work hours area of that user or
resource’s row.

customized to graphically display busy-time, work hours (free-time) and non-work hours in a way that

is easy for you to recognize at a glance (examples: red/green/yellow or red/dark grey/light grey). The
Master Schedule Group bar indicates the free and busy time of the group as a whole. Instantly
invite the entire graup by clicking and dragging the mouse across the group bar at the desired time.

2. Propose a meeting for Read-Only
proxied users or resources.

Shortcut - Drag on the work hours area
of that user or resource’s row.

Y
22 Web Client Pilot ...

"2 Michael Archambeault

| Web Client Pilot Project / Master Schedule EE
Thu
%] [E 9/16/99 ‘ -+ B 3. Schedule an activity for a Read/Write
Update ﬂ 3 At 10 4M 118 12FM 1PM 2P 3PM 4FM SPM proxied user or resource.

Shortcut - Drag on the work hours area
of that user or resource’s row.

| # Michael Bandes

= Jo Curtin

= Herman DeLatte

& Joanne Falla

4. View activity or meeting details of a
Read/Write proxied user or resource.
Shortcut - Double-click on the busy-
time block in that user’s or resource’s

2 Rob Ferulla

row.

2 Jim Grasse

2 EdGreen

5. View any proxied user’s or resource’s

"B katy Liu

Daily Calendar.
Shortcut - Double-click on the user or

"B Christine Malik

& Siobhan MoBratney

& Phil Neray

}R Fonnie Morthup

resource name.

Notes: You must be working online
to use a Master Schedule. Master

2 Marc Parmet

Schedule is only available in the

2 Christine Pothier

Native client. Users who have
given you proxy rights show with a

& 4 |

pencil next totheir name.
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Native Client Proxies & Navigation

<

You can designate another user as your Proxy (someone with access to your calendar). Proxies can track your
meetings, activities, To-Dos, and can print your calendar.You can make specific Activities and To-Dos private to
keep proxies from viewing them.

D Choose Edit, Proxy List

» Select proxies from the Users list and click either
Read/Write or Read-Only .

Read/Write proxies can change your calendar. Read-
Only proxies can only view the proxied calendar.

E} Click OK to enable the selected proxies.

Note: To work on someone’s calendar when you're a
proxy, choose the user’'s name from the Proxy menu. To
return to your calendar, choose your name from the Proxy
menu. Look at several calendars simultaneously by select-

ing Tile Daily from the View menu.

Calendar Navigator:

All Users

Edit Proxies

|

Alfing, liirgen
Anast, Frank
Andrews, Richard
AP|, Test

Archer, Jim
Arnold, Frank
Ashe,Richard

Baker, Kate
Baldwin, Eric

Starnberg-Prazenz
¥Yacation - Develop...

[T

= Searc McBratney, Siobh... [~ |

Your Proxies:

Archambeault, Mi...

¥ Baker, Bennett
Bandes,Michael —

¥ Brown, Angela

¥ Carbone, Vicki

‘¥ Chandler, Barbara

¥ Ciccolini, Rob

P Falla, Joanne
Gillard, Carolyn

‘¥ Ingles, Steve

¥ Kahn, Peter

¥ Malik, Christine

¥

m

Send notifications to: Carolyn Gillard -

[ Cancel ]|[ 0K ”

Click here to selecf a proxy to receive your

message notifications (optional).

Click on the navigator icon to ’
select a date to display on your

calendar, or enter a specific

date to jump forward to on your | GZ[ElE

schedule. See also Shortcuts
section on last page.

your daily calendar

Choose the day you would 1ike to show at the left of

“private”.

nated the activity as

O “Darryll Whaley” / Daily = F1 5
»> Calendar Navigator Private Activities :_| | sr1/ss |
When proxying a TR | Gt Aot =
et e P Tu I IS0 [ Today | | | calendar, this sym- gem B
5 & 7 8 S |10 [ 11 . . 3 PM 1
FlE s R el [ ok bol indicates that' ] m -
EAEAERENE (Cancel ] the user has desig-

>

Creating Contacts

<

You can create a contact list that includes both external and internal contacts by entering data on the Contact
Information screen. Once you create a Contact List, you can access it from the Meeting Proposal screen in
order to invite the contact person to a meeting.

b Choose View, then Contact List . The Contact List
screen appears.

Cengiz Satir / Contact List

==

&3 Baker, Bennett
&7 Bandes, Michael
&% Barbaros, Olcay
Barrier,Richard
&3 Bower, Jarrett
&% Bowman,Wayne
&3 Brewer, Greg

&3] Brumm, Eric

&3] Cain, Matt

&3] Chan, Dexter

&3 Chandler, Barb...

| Christiansan, J...

Fit-zt Marne :
Last Marne :
Title:
Dept:
Company :
Address:
City
State:
Country :
Phane :
Fax:
E-mail:

Infa:

Jarrett

Bower

Lotuz Notes Specialist

Information Services Room:
Kaiser Permanente

23T E. Walnut StreetTSD/ 992

Pasadena

Ch Zip: 91183
=73

(818)964-7199 Ext:
(212154 -7201

Jarrett@kp.org

Kaiser : (B0016IE-S256

ST

Contacts in the native
client can be created,
deleted and/or modified to
send a meeting proposal
via email (SMTP or
MAPI). In the guest panel
of a proposal click on
Public Directory, then
Contacts, select the indi-
vidual(s) you wish to
invite as guest and send
the meeting proposal.

ﬁ Click Create. The Contact Information Entry
Screen appears.

b Enter the contact data.

E} Click OK to add the new contact to the Contact List.

First name: Jarrett
Last name: Bower
Title: Lotus Motes Specialist

Dept: Information Senices  Room:

Company:. Kaiser Permanente

Address: 393 E.WWalnut Street ITSD/GE2

City. Pasadena
State: CA
Country, USA
Fhane: (818)564-7199
Fax (818)541-7801
Email: Jarretti@kp.arg

Contact Information
First Name: [Jarrett
Last Name : [Bower
Title: |Lotus Notes Specialist
Dept: |Information Services | Room : |
Company : |Kaiser Permanente
Address: [Z9Z E. Walnut Street
City: |Pasadena
State: [CA | zip: [31188
Country @ [US#
Phone : [(815)564-7199 | Exct: [
Fax: [(8189541-7801
E-mail: |Jarrett@kp.org
Kaizer : (200)696-8856]
e Native Client
H 0K ]| [ Cancel ]
Contacts in the Java client can
Zip: 91188 be accessed via a meeting pro-

Ext:

Info | Kaiser: (800)696-3856

Ok Cancel

Java Client

posal. A meeting proposal can
be sent via email (SMTP/MAPI)
by selecting a contact from the
Public Directory in the guest tab
and inviting the Contact(s) as
guest. Cut/copy and paste from
the Info field to the Agenda or
Comments text fields.




>

Native Client Printing Options

<

D Choose File then Print Schedule .

Print Schedule

From wed 9/ 8/99

to[  Tue

9/14/99

Forms:

Daily

Event Text

Monthly

To-Do list

Trifold

Trifold - w/Event Text
Trifold - w./To-Do List
Weekly

Yearly

=4

Page Layout... "Full Page - Landscape”

Layout of the selected
view appears here.

[

Cancel ] |[ 0K ]|

Changing Calendar & Print Options...

left.

b Click Options on the Print Schedule window.

? Click one of the calendar views from the list on the

ﬁ Select the form, enter a start and end date, Click OK

Note: When printing a meeting or message from the file
menu, print options, such as Agenda, User Name, etc.
are governed by options set in the Event Text form.
This also applies to the form: Tri-Fold - w/Event Text.
The Tri-Fold - w/To-Do List is also governed by the

print options that are set in the To-Do list form.

Print Options - "Trifold"
Font: [ Times | Size: El
Print [] Starttimes @ All days
[J Agendas and Notes J Work days
O user Name [0] %Banners
b4 Schedule Blocks
Printdaysfrom | 8:00AM | to| 6:00PM |
[ Cancel ] |[ 0K ]|

B

Page Layouts

Click Page Layout on the Print Schedule window.
Choose from a variety of print layouts, such as
DayRunner, Day-Timer and Franklin Quest.

Click the calendar and print options that you want to
incorporate into the printed document, Click OK

>

Java Client Printing Shortcuts

<

Daily View

Click on a specific event and use Ctrl-P to print

that event.

Monthly View
Click on a day and use Ctrl-P to print all
events for that day.

P> Palm

Palm OS Synchronization

Palm <

Meeting Maker 6 allows users with Palm OS devices to synchronize directly with Meeting Maker Mac or Win
clients. Synchronize your Calendar/Date Book, Contacts/Address Book and/or To-Do List information directly

with Meeting Maker.

If you already have the Palm Desktop/Mac Pac software installed on your workstation,

once installed, the Meeting Maker Palm Conduits will replace the default Palm or third-party conduits.

Users can choose to install only specific conduits, if, for example, they wish to use other conduits in conjunction with
Meeting Maker. After installation of the Meeting Maker Palm Conduit(s), restart the Conduit Manager(Mac) or Hotsync

Manager(Win).

Server name, the other two conduits will automatically populate with the appropriate information.

By double-clicking on one conduit and entering your Login Name, Password, and Meeting Maker

Note: Information on configuration and setup of the Palm Conduits can be found

Todo List Conduit Configure

Login Mame; ||:satir

Password: | EEEEE

Server: |Meeting Maker

Protocol: @ TCP/IP
3 UDP (1P}
2 DDP {Appletalk)

Action: @ Synchronize

(2 Synchronize Only Macintosh
3 Synchronize Only Handheld

{2 Do Nothing

O Date Book Conduit Configure =
Login Name:  [csati | in the User Guide and/or at http://www.MeetingMaker6.com.
Address Book Conduit Configure
Password: | EEXEE |
Server: |Meeting Maker | Login Name: ||:satir
Protocol: i@ TCP/IP Password: |*****
O UDP{IPY
7} DDP {Appletalk) Server: |Meeting Maker
Action: @ Synchronize 7 Protocol: @ TCP/IP
o) Synthrnn!ze Only Macintosh 3 UDP (IF)
{3 Synchronize Only Handheld ) DDP ¢Appletalk)
) Do Nothing ppieta
Range: Days before today: J All Action: @ Synchronize
@ ) Synchronize Only Macintosh
{2 Synchronize Only Handheld
Days after today: @ All 7} Do Nothing
Q
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Keyboard Shortcuts

4

' ¢ | o
File Menu New Activity/To-Do Ctrl+N #N View Menu Daily Calendar Cul+D %D
Propose Meeting Ctrl+M ¥ M Monthly Calendar Ctrl+Y &Y
Open a selected cul+0  #0 Messages Ctr+E % E
Mgetlng, (/a\ctlvny, or To-Do To-Do List Ctri+T =T
Go to day Ctr+G %G
Cl lected Ctrl+wW i
Mggt(?nag,sﬁcetlcvﬁy, or To-Do ' #® W Find Cri+F  ®F
Tile Daily Ctrl+l E
Print Schedule Ctrl+P #BP Proxy Menu Proxy 1 (You) Ctrl+1 381
Sign Out Ctri+L 8L Proxy 2 Ctrl+2 82
Exit/Quit Alt+F4 %® Q Proxy 3 Ctrl+3 %3
Other Shortcuts: Copy Activity/Meeting CTRL-drag option-drag ~ Other Shortcuts: Calendar Navigation CTRL-Cligk [T] Option%
‘} Meeting Maker Symbols <
Guest List User List.
- o . = ® Public, Private or Global Group
m User invited as a required guest ==
£l
= User invited as a optional guest m Room
. L .
4 Guest busy at proposed meeting time ﬁ Equipment
- .
== Status unknown (no server connection) Daily Calendar
E Meeting scheduled outside of guest’s normal w4 Confirmed meeting
work hours . )
_ @ At least one guest declined your meeting proposal
= User receives a (cc) copy of the meeting proposal I .
Activity
,2 User receives a (bcc) copy of the meeting proposal EI

o Guest has accepted your meeting invitation

& Guest has declined your meeting invitation

? Guest has postponed response (I'll decide later)

To-Do List

= To-Do item you proposed or a personal To-Do item

¥ All participants have accepted the To-Do proposall

@ At least one participant has refused the To-Do
proposal

7 To-Do proposal Status is unknown

El Comments were added to the To-Do proposal by a
participant

o Completed To-Do item
W& Completed group To-Do item

& Message regarding changed To-Do item

Visit our website at http://www.MeetingMaker6.com

a step-by-step User Tutorial (in HTML), documentation, FAQs, and technical support bulletins.

Notes or comments are attached to the activity or

meeting proposal

£l Connected to the server
m—‘u‘vﬂ Disconnected from the server
1] I working offline

Monthly Calendar

F Banner symbol in the monthly view

Message Window

Izl New Meeting Proposal or To-Do request
@j Message regarding rescheduled meeting
M Message regarding canceled meeting
» Confirmed meeting

& Message regarding changed meeting

& Guest has declined your meeting invitation

20£0-040-010 :u/d

for more detailed information including:




